Invoice
	From

	Bill to




	Invoice no.:
	

	Invoice date:
	

	Date of supply:
	

	Due date:
	



	No.
	Description
	Qty
	Unit
	Unit price
	VAT
	Amount

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	



	Net amount
	

	VAT
	

	Total
	



Bank details
Account holder: 
IBAN: 
BIC: 

Notes
No sales tax charged. Expenses billed at cost; copies of all receipts attached.

What to put on the invoice
Your business name, address and contact details
Client name and address, plus the client's project, contract or PO number if they gave you one
A unique invoice number and the invoice date
One line per expense: date, what it was, vendor and amount
Quantity and unit where it helps, for example 2 nights or 3 days
Subtotal, any sales tax shown as a separate line, and the total due
A note that expenses are billed at cost and receipts are attached
Payment terms, due date and how to pay you




